Department of Natural Resour ces

I nformation Technology Policy No. 4

Effective Date: April 17, 2003

Subject: Deactivation of Inactive
User Identification

Authorization: R. S. 36:354

l. Policy:

It isthe policy of the Department to maintain an information system that ensures that only individuas with
legitimate business needs have user identifications that dlow accessto the system.

. Purpose:

The purpose of this policy is to provide a process for ensuring that inactive employees, vendors with
expired contracts, or other individuas who no longer have a legitimate business do not have user
identification that dlow access to the department=s information technology system.

. Applicability:

This policy will apply to al classfied and unclassified employees, students, vendors and dl contractua
employees.

V. Procedure;

ThelInformation Technology Section will deactivate the account of any employeewho hasnot logged onto
the system in thirty day and the Undersecretary will be notified. Reactivation of an account will require
written approva from the Human Resources Divison.

Every September, an annud report will be issued by the Divison of Information Technology to each
Appointing Authority or hisher desgnee. These annud reportswill identify al employees, vendorsand
contractual employeeswho haveaccesstothel T system. Thesereports should be reviewed and returned
to Information Technology certifying goprova and noting any indigible/inactive usars.

V. Respongibility:

Itistherespongbility of each Appointing Authority to assurethat thereare no indigible user with accessto
the Information Technology System.



VI. Exdusons

Exceptions to this policy must be agpproved in writing by the Undersecretary.

VII.  Quedtions.

Questions regarding this policy should be directed to the Undersecretary.

ack C. Caldwell, Secretary

H4-23-03
Date

NOTE: The Information Technology Divison Policy Manual addresses Terminated
employees


http://www.dnr.state.la.us/intranet/Policies_&_Procedures/ITDivision/itpolicy1999.pdf#page=12



